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RD I nstruction 2045-C
PART 2045 - GENERAL
SUBPART C - Merit Pronotion Program

82045. 101 Ceneral

(a) This Instruction provides policies and procedures in accordance

wi th Federal Personnel Manual (FPM 335 and the U.S. Departnent of
Agriculture (USDA) Merit Pronotion Plan for the Merit Pronotion Program
for Farmers Hone Adm nistration (FmHA). This Instruction supplenents
information contained in FPM 335 and USDA, Merit Pronotion Plan

(b) If thereis any itemin the Merit Pronotion Plan which conflicts
wi th any negoti ated Uni on Agreenent, the Union Agreenent wll take
precedence over the Merit Pronotion Plan itemduring the life of the
present negoti ated Uni on Agreenent.

(c) This Instruction governs the staffing of all conpetitive positions
(i.e., Ceneral Schedule, General Merit, and Federal Wage Systen) through
the grade of Gw15. This Instruction does not apply to positions in the
excepted service or the Senior Executive Service.

8§2045.102 Policy.

(a) It is the policy of the FnHA to fill positions efficiently and on
the basis of merit without regard to political, religious, or |abor
organi zation affiliation or non-affiliation, marital status, race,
color, sex, national origin, non-disqualifying handi cap, or age.

(b) The objective of both the USDA and FnmHA in the area of nerit
promotion is: (I) bring the best qualified candidates to the attention
of managenent; (2) give enployees an opportunity to receive fair

equi tabl e, and appropriate consideration for higher |evel jobs; (3)
provide an incentive for enployees to inprove their perfornmance and
devel op their know edges, skills, and abilities; and (4) provide career
opportunities for enployees.

DI STRI BUTI ON: WBDC and Al | Per sonne
Enpl oyees Gener a
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§2045. 102 (con.)

(c) The policy does not guarantee that enpl oyees will be pronoted, nor
does it require that a vacancy be filled by promotion. Merit pronotion
is but one nmeans to fill a position. Wen fully qualified candidates
for positions can be obtained through other means of recruitment (i.e.,
reassi gnment, transfer, reinstatenment, Ofice of Personnel Managenent
(OPM register of eligibles, special appointing authorities, direct

hire, change to |ower grade, etc.), these nethods nmay be properly used
concurrently with, or to the exclusion of, the nerit pronotion process.
Once initiated, the merit pronotion process nmay be cancelled at any tine

managenent elects to fill the position(s) through other recruitnment
source(s). Managenent may cancel the nerit pronotion process if they
chose not to fill the position.

(d) The following officials are responsible for the adm nistration and
operation of this programin their jurisdictional areas:

(1) Drector, Personnel Division

(i) Positions in the National Ofice;

(ii) Gw14 and above positions in the Finance Ofice;
(iii) GwW13 and above positions in State Ofices;
(iv) Al State Admnistrative Oficers; and,

(v) Al Personnel Managenent Specialists - This may be
redel egated in certain situations.

(2) State Directors - Al State, District, and County Ofice
positions (except as cited above) under his/her jurisdiction.

(3) Assistant Administrator, Finance Office - Al positions in the
Fi nance O fice at the G 13 | evel and bel ow
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82045.103 Conpetitive procedures.

The conpetitive procedures established by this plan apply to the
foll owi ng pl acement actions:

(a) Tenporary pronotions of nore than 120 days (prior servi ce under
all tenporary pronotions and details to hi gher - graded positions
during the previous |2 nonths count toward this limtation). |If
conpetitive tenporary pronotions do not becone permanent and are

term nated, enployees will be returned to the position and pay |eve
held prior to the tenporary pronotions.

(b) Details of nore than 120 days to either a higher-graded position or
to a position with known pronotion potential (prior service under all
tenporary pronotions and details to higher graded positions during the
previous 12 nonths count toward this Iimtation). Details in excess of
30 days to Program Chief, District Director, and Administrative Oficer
positions nust be approved in the National O fice by the appropriate
Deputy Adm ni strator

(c) Transfer from another Federal agency to a higher grade position
than the position currently held, or to a position with known pronotion
potential over and above the pronotion potential of the position
currently hel d.

(d) Reassignnment or denotion to a position with nore pronotion
potential than the position last held in the conpetitive service (except
as permitted by Reduction-in-Force (RIF) regul ations).

(e) Reinstatenment to a permanent or tenporary position at a higher
grade than the person last held in a non-tenporary position in the
conpetitive service

(f) Training which is part of an authorized training agreenment, part of
a pronotion program or required before an enployee is qualified for
reassi gnnent to a different occupational series or considered for a
pronoti on.

(g) Termpronmotions that are in excess of 2 years but not nore than 4
years in duration

(09-26-90) PN 146
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82045.104 Exceptions to nerit staffing procedures.

(a) Career pronotion within a classification series if conpetition was
held at an earlier stage; that is, the enployee was selected froman OPM
regi ster or selected for a position advertised as having pronotion
potential to the next higher grade. Nonconpetitive pronotions can be
made in this situation only if all the followi ng conditions exist:

(1) The enployee was originally selected froman OPMregister or by
conpetitive pronotion procedures. Conversion to a career-

condi tional appoi ntnment under the Veterans Readjustnment, Cooperative
Educati on Program Handi capped Program Enpl oynent Program or other
OPM approved speci al enphasis conversion authority neets this
requirenent.

(2) At the tinme of conpetition, all applicants were nmade aware that
the initial selection could lead to a pronotion. Vacancy
announcenents for internal actions and Form O--5 (Inquiry as to
Avail ability) for selection from OPMregister, which are sent to al
applicants, are to indicate the full perfornmance |evel and any
occupational series changes that are planned. Vacancy announcenents
and Form OF-5 docunent the nonconpetitive action

(3) The enployee is in a classification series in which grade-
bui | di ng experience is acquired and pronotion is determ ned by
denonstrated know edges, skills, and abilities required to perform
at the higher grade level, and a fully successful or higher
performance rating. This determination is to be nade by the
I mredi at e supervisor in consultation with the second | eve
supervisor. After a careful reviewis nmade, the decision is
docunmented in Part D, of the Standard Form SF-52, "Request for

Per sonnel Action.”

(4) |If a group of enployees is to be considered for career
pronotion, there must be a sufficient nunber of positions at the
next higher level for all enployees in the group. |If there are not
enough positions to pronote all applicants who
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§2045. 104 (a) (4) (Con.)

(b)

meet tine-in-grade requirenents and who have denonstrated ability to
performat the next higher |evel, conpetitive procedures nust be
used.

(5) The applicant meets X-118 qualifications and tinme-in-grade
requirenents.

(6) Repronotion of an enpl oyee who was separated through R F and
reinstated at a |ower grade than that held prior to separation

Pronoti on based on recl assificati on when:

(1) No significant change occurs in duties or responsibilities and
the position is upgraded due to issuance of a new classification
standard or the correction of a classification error

(2) The position is upgraded due to the accretion of duties and
responsibilities and all of the follow ng provisions are net:

(i) The enployee continues to performthe same basic function

(i1) The major duties of former position are absorbed into the
new position

(iii) The new position has no further pronotion potenti al

(iv) No other positions within the organizational unit are
adversely affected;

(v) The new position is not a reclassification from
nonsupervi sory to supervisory; and

(vi) There is no other enployee qualified or in direct line
for a pronotion to the position within the organizati onal unit.

(3) See Exhibit B of this Instruction for procedural steps for
securing approval of non-conpetitive reclassification actions based
on accretion of duties.

(09-26-90) PN 146
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§2045.104 (b) (Con.)

(4) An individual may not be given a pronotion froma one-grade
interval series to a two-grade interval series through an accretion
of duties pronotion.

(c) Conpetitive appointment froman OPM or Special Exam ning Unit (SEU)
certificate of eligibles or under direct hire authority.

(d) Reinstatenent to a position with no nore pronotion pot enti al
than the last grade held in a nontenporary positi on under conpetitive
procedures.

(e) The reassignment, denotion, or pronotion of any Federal permanent
enpl oyee from a position having known pronotion potential to a position
havi ng no hi gher potential.

(f) Selection fromthe Reenploynent Priority List (RPL) to the same or
| ower grade | evel than the position fromwhich the candi date was
separated or denmpbted. Nonconpetitive selection fromthe RPL
automatically removes the individual fromthe RPL

(g) Transfer of enployees of other Federal agencies to the same or
| ower grade |evel wth no higher pronotion potential than their
currently held position

(h) A tenporary pronotion of 120 days or |ess.

(i) An action taken as a renedy for failure to receive pr oper
consi deration in a conpetitive pronotion action

(j) Permanent pronotion to a position held under tenporary pronotion
when:

(1) The assignnment was originally made under conpetitive
procedures; and

(2) It was nade known under conpetitive procedures to al
conpetitors at the tinme that it mght lead to a pernmanent pronotion.

(k) Placenment as a result of a RIF is covered under FPM Chapter 35I
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§2045. 104 ( Con.

(1) Repronotion to a grade or position fromwhich an enpl oyee was
denpted within the Departnent w thout personal cause and not at his/her
request (i.e., acceptance of a |ower grade level position in lieu of RF
separati on or acceptance of a | ower grade |evel position when their
organi zation is relocated as a result of a transfer of function).
Conpetitive procedures of the pronotion plan will not be used before
nonconpetitive consideration of these enpl oyees.

(m A detail to a higher grade of 120 days or |ess.

8§2045.1 05 Mandatory pre-recruitnent actions.

Bef ore taking any action to fill a vacancy, either conmpetitively or
nonconpetitively, the servicing personnel office is responsible for ensuring
the requirenents pertaining to priority consideration are adhered to.

(a) The order of preference for enployees entitled to priority
consi deration is:

(1) Enpl oyees downgraded through no fault of their own. These

enpl oyees are entitled to priority consideration for a period of 2
years fromthe date he/she is notified of his/her priority placenent
ri ghts.

(2) Enployees entitled to priority considerati on whenever
reconstruction of a pronotion action shows that, except for some
error, (i.e., wong qualification determnation, failure to

consi der, inproper rating, failure to follow conpetitive procedures,
etc.), the enployee would have appeared on a selection certificate.
The enpl oyee shall be entitled to one bonafide consideration for the
type of position previously applied for, under conpetitive
procedures, for a period of 1 year

(b) Selecting officials considering nonselection of the referred
priority consideration enployee shall provide witten justification,
which is to be submtted to the Administrator for prior approval.

(c) The process for placenent of enployees downgraded through no fault

of their own, for National, Finance, and State Ofices, is discussed in
Exhibit C of this Instruction.
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8§2045. 106 Applicant search.

Al'l announcenents will be placed in an area that is accessible to all
enpl oyees; however, there are tinmes an enployee is absent for legitinmate
reasons, e.g. on details, on leave, at training courses, in the mlitary,
serving as jurors, etc. 1In these instances it is the responsibility of the
enpl oyee' s supervisor to nake a reasonable effort to notify the enpl oyee of
t he announcenents.

(a) Area of consideration.

(1) The area of consideration (ACC) refers to the

geogr aphi cal / organi zational area in which it is expected sufficient
high quality applicants may be | ocated. Equal Enploynment Cpportunity
(EEO Affirmative Action goals should be considered in setting the
ACC. The mnimum ACC is as foll ows:

(i) The mninmmAQCC for GS-12 and bel ow positions in the
State, District, and County Ofices will be State-w de.

Recrui tnment may be extended to either FnHA-w de, USDA-w de, or
Government-wi de by the State Director. Witten justification
signed by the State Director will be filed in the Merit
Pronotion File as a pernmanent docunent.

(ii) The mnimum ACC for GS-12 and bel ow positions in the
National Ofice will be FHA-nmetro. Recruitnent nay be
extended to either FrmHA-wi de, USDA-w de, or Governnent-w de.
Witten justification will be filed in the Merit Promotion File
as a pernanent docunent.

(iii) The mnimm AOCC for GS-12 and bel ow positions in the
Finance Office will be in the Finance Ofice, St. Louis area.
Recrui tnment nay be extended to either FnHA-wi de, USDA-w de, or
Governnment-wi de. Witten justification will be filed in the
Merit Promotion File as a permanent docunent.

(iv) The mninmum ACC for GWI 3 and above positions in the
National Ofice will be FrHA-wi de. Recruitnment nay be extended
Governnent-wide. |n the Finance Ofice, the
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§2045.106 (a) (1) (iv) (Con.)

m ni mum ACC for GwW 13 and above positions will be St. Louis
area CGovernment-wide. Witten justification will be filed in
the Merit Pronotion File as a permanent document.

(v) The mninum ACC for Program Chiefs at the G\ 13, and
District Directors at the GS-12/Gw 13 will be FnHA Nati onw de
and will be advertised by the National O fice. Recruitnent nay
be extended to USDA-w de or Governnent-wi de. Witten
justification will be filed in the Merit Pronbtion File as a
per manent docunent.

(vi) The mninmum ACC for Adm nistrative Oficers at the GS 11,
or GS-11/12, or GS-12/Gw13 will be Government-wi de and will be
advertised by the National Ofice.

(vii) The minimum ACC for Personnel Managenent Specialists
will be Government-wi de and will be advertised by the National
Ofice. This may be redel egated in certain instances.

(2) WVoluntary applications from FnHA enpl oyees outside the m ni num
ACC nust be considered. The AOC nay not be used as a basis for
refusing to consider applicants who are outside the area, but who
are not required to conpete under this plan (e.g. reinstatenent,
reassi gnnent, transfer, etc.). Each State will establish their own
i nternal system on acceptance and mai ntenance of a voluntary
applicant file for enployees in FnHA

(3) Wen a position is advertised FnHA-w de or |ess, voluntary
applications frompersons outside the Agency will be accepted and
basic qualifications and eligibility will be determined. |If less
than ten (10) basically qualified, eligible pronotional applicants
fromwi thin the advertised AOC are avail able, the selecting official
may el ect, on a discretionary basis, to have voluntary pronotion
applicants fromoutside the area receive further consideration. |If
ten (10) or nore basically qualified eligible
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§2045.106 (a) (3) (Con.)

promotion applicants are available fromw thin the ACC vol untary
promotion applicants fromoutside the area will receive no further
consi derati on.

(4) Voluntary applications received from enpl oyees of USDA agenci es
other than FmHA wi || be treated in the same manner as ot her
voluntary applicants. No distinction will be nmade between USDA

enpl oyees and ot her Gover nnent enpl oyees.

(5) The area of consideration may be broadened by readvertising the
position and extending the area of consideration

(b) Developing evaluation criteria. Upon receipt of the SF-52, the
personnel specialist, as a mninum wll discuss with the supervisor
di stingui shing features of the job being filled, and enlist his/her
assi stance and input in devel oping evaluation criteria. The use of
ot her subject matter experts is strongly encouraged. The eval uation
criteria will be devel oped through a Job Analysis. For additiona
information refer to Exhibit G H and | of this Instruction

(c) Vacancy announcenent procedures.

(1) Vacancy announcenents for all appropriate positions under
recruitnment will be prepared. The announcenent will contain all
required information or will advise applicants where information can
be obtained. (See Exhibit D of this Instruction.)

e of all current open announcenents, which will be nmade avail abl e

(2) Each FmHA office issuing announcenents will maintain a naster
fil
for review by an interested applicant.

(d) Duration of vacancy announcenents. As a minimum announcenents
will be open for 2 weeks (14 cal endar days). Covernnent-w de, USDA-

wi de, and FnHA-w de announcenents will be open for 30 cal endar days.

The duration of an announcenent may vary dependi ng on the circumnstances,
as docunent ed.

10
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§2045. 106 (con.)

(e) Methods of locating applicants. Managenent officials may, at any
point in the staffing process, select or not select froma pronotion
certificate or fromany other appropriate source of applicants, and may
consi der, in any sequence, different sources of eligible applicants.

The foll owi ng applicant sources are illustrative, but not all inclusive:
i ndi vi dual vacancy announcemnents, open continuous registers, direct
hire, OPMcertificates, reinstatenment eligibles, Veterans Readjustnent
Appoi nt mrent (VRA) appoi ntnments, 30 percent or nore disabled veterans,
severely handi capped eligibles, change to | ower grade, reassignnent,
etc.

(f) Registers. Open continuous registers may be established, as
needed, for frequently filled positions, and pronotion certificates may
be prepared as vacancies occur. Procedures for registers are the sane
as for other merit pronotion cases, except that the same rating schedul e
will be used to rank all applicants. |If changes occur in the position
whi ch require changes in the rating schedul e, previous applicants nust
be re-rated against the new plan rating schedule. Milti-rating
schedul es are required for nulti-grade announcenents.

82045. 107 Application procedures.

(a) Ceneral.

(1) Al applicants for announced vacanci es nust provide the
fol | ow ng:

(i) An SF-17l, "Application for Federal Enploynent," with an

original signature;

(ii) The nost recent (within |18 nonths) performance appraisal
A witten justification will be required if none has been
received in the last |8 nonths;

(iii) Reinstatenent/non-FnHA applicants nust submit a copy of
hi s/ her latest SF-50, "Notification of Personnel Action,"; and,

(iv) Specific docunmentation of experience and/or training for
each know edge, skill, and ability (KSA)

11
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§2045. 107 (a) (Con.)

(b)

(2) Applications received without information requested in

par agraphs (a)(l)(i) through (iv) of this section will disqualify
the applicant from consideration for the position. A separate
application package, including all required docunents, nust be
subm tted for each vacancy for which application is made. The
personnel office will retain all docunents submtted in response to
a vacancy announcenent. Copies of application packages will not be
provided to applicants. Applicants will be notified of
ineligibility and/or non-selection as soon as the selection is nmade
and/ or an announcenent is cancell ed.

(3) Supervisors and managers nust notify eligible enployees in
their offices, who qualify, of announcements advertised during their
tenporary absence (e.g., on detail, |eave, at training courses, 2-
week active duty for enployees in the Mlitary Reserves, or other
simlar reasons), which have a closing date prior to their return to
the office.

Requi renents for accepting applications.

(1) Applications will be accepted fromall eligible enployees
wi thin the announced area of consideration.

(2) Applications nust be received in the personnel office by close
of business on the closing date on the announcenent.

(3) Applications will be accepted fromqualified applicants with
handi capped conditions who are eligible for appointnments under
Section 213.3102(t) or (u) of Schedule A, and from applicants who
are 30 percent or nore disabled veterans who have been certified by
aut hori zed agencies. |If qualified, these applicants will be
referred on a separate certificate to the selecting official

(4) Applicants nust nmeet tine-in-grade and other qualifications
requi rements within 30 days fromthe closing date of the
announcenment or 30 days fromeach cutoff date for Qpen Conti nuous
Regi st ers.

12



RD I nstruction 2045-C
§2045. 107 (b) (Con.)

(5) Applications may be accepted from nonconpetitive eligibles and
those eligible for concurrent consideration who are outside the area
of consideration. Applications for specific announcenments from
nonconpetitive eligibles will not be accepted after the closing date
of the announcenent.

(6) The application must include enough information on which to
nmake eligibility and/or qualifications determ nation, and nust be
| egi bl e and accurate.

(7) Applications will not be considered unless the SF-171 has an
original signature, a nost recent performance appraisal attached,
and a separate sheet addressing the evaluation criteria.

8§2045.1 08 Evaluation of enployees for pronotion and internal placenent.

(a) To be considered basically qualified for the position, applicant
nmust neet the mninumqualification standard prescribed by OPM tine-in-
grade, tine-after-conpetitive appointnment within 30 days after the

cl osing date of the announcenent, or 30 days after each cutoff date for
Open Conti nuous Regi sters.

(b) Selective factors nust be used in determining eligibility when they
are essential to successful performance in the position to be filled,
and cannot be expected to be acquired during the training period
customary for the position being filled. As such, they constitute a
part of the mnimumrequirenments for the position

(c) Procedures outlined in the Job Qualification Systemfor Trades and
Labor Cccupations (Handbook X-118C) will be used for Federal Wage System
positions. Applicants nmust receive a score of two or nore points on the
screen-out elenent to neet basic eligibility requirements.

13
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§2045. 108 (Con.)

(d) Evaluation of basically qualified applicants.

(1) Wen there are six or nore qualified applicants, the nethod
shown in Exhibit E of this instruction nust be used to determ ne the
best qualifi ed.

(2) Wen there are five or fewer qualified applicants eligible for
consi deration, the alternate method shown in Exhibit F of this
instruction nmay be used to determine the best qualified. Wile it
is still necessary to identify evaluation criteria based on job
analysis and to evaluate applicants against this criteria, it is not
necessary to apply a rating schedul e using the alternate nethod in
Exhi bit F.

8§2045.109 Pronotion panel nenbership.

(a) For announcenents which have six or nore basically qualified
applicants, a panel will be convened to rate the basically qualified
applicants utilizing a rating schedule. The panel will have a m ni mum
of three panel nenbers whose role is to evaluate applicant credentials
agai nst a rating schedul e devel oped by subject matter expert(s) for the
position being filled. Each three menber panel will consist of at |east
two subject matter experts, e.g., personnel specialists for personne
specialist positions. |If a larger panel is used, a mgjority will be
subj ect matter experts. One of the panel nmenbers will be designated as
the Chairman. 1In the Finance Ofice, the Assistant Administrator wll
desi gnate a Chairperson fromthe panel nenbers prior to the pane
convening. In the State Ofices, the State Director will designate a
Chai rperson fromthe panel nenbers prior to the panel convening. |In the
National Ofice, the Director and/or Deputy Director of the Personne
Division will designate a Chairperson prior to the panel convening.
There will be one facilitator. The role of the facilitator is to ensure
conpliance with the requirenents of merit pronotion procedures and
expedite the process. The facilitator will enphasize, at the beginning,
to the panel nenbers that the ratings of the applicants and the pane
nenbers' di scussions during

14
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t he panel process are confidential. The ratings of the applicants and
panel menbers' discussions will not be discussed with anyone outside of
t he panel menbers and facilitator. The contribution of the facilitator
i s based on know edge of merit pronotion principles. This person does
not serve as a panel nenber. A personnel representative nmay serve on
panel s at Agency option, either as a facilitator or a panel nenber, but
one may not be a panel nenber and facilitator sinultaneously.

(b) Panel nenbers should be at or above the grade |evel of the journey
I evel of the position being filled.

(c) To the extent possible, all merit pronotion panels will have ethnic
and raci al balance, and include nenbers of both sexes. Participation of
an EEO representative as a non-voting observer is optional, but

encour aged.

(d) Selecting officials or others participating in the final selection
process by recomending or advising on final selection, nay not serve as
nenbers of the pronotion panel, but nmay serve as subject-matter experts
in the job analysis process to develop KSA's inportant for the position.

82045. 110 Referral and sel ection.

(a) Al certified pronotional applicants will be referred to the
selecting official in al phabetical order, unless otherw se stipul ated by
a union contract, within the grade level group for which referral is
made, on "Pronmotion Certificate" Form RD 2045-3. Certificates will be
valid for 30 days fromthe date of issue. However, if the selection
certificate cannot be returned within 30 days, the personnel office wll
be contacted by tel ephone to request an extension. Extensions may be
granted in 30-day increnents; however, the total length of a
certificate, including extensions, will not exceed |20 days.

(b) Nonconpetitive eligibles will be referred on a separate certificate
from pronotional applicants. Selecting officials shall be asked if they
want nonconpetitive eligibles to be panelled with

15
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§2045.110 (b) (Con.)

conpetitive eligibles. |If the selecting official says yes, then the
nonconpetitive eligibles will be panelled with conpetitive eligibles.
Selecting officials may request a certificate of applicants who are
eligible for nonconpetitive referral after the close of the vacancy

announcenent .

(c) If the date of an initial certificate issued is l ess than |20
days ol d and another position (sanme grade, series, and |ocation) becones
vacant, another selection may be nade fromthe original list wthout

advertisenment. For exanple, a GS-1101-5, County Ofice Assistant in
Berkl ey, South Carolina, is advertised and a pronotion list is prepared.
If, within 120 days fromthe date the initial certificate is issued,
anot her GS-1101-5, County O fice Assistant in Berkley, South Carolina,
becones vacant, a selection for the second vacancy nmay be made fromthe

original list.

(d) Only the best qualified applicants will be certified to the
selecting official. A reasonable nunber of best qualified applicants
(nornmally 3 to 10) may be certified. |If only one or two of the

applicants are best qualified, the selecting official may nmake a
sel ection or request that the area of consideration be extended.

(e) The selecting official nust be provided with the applications and

other related material of the best qualified applicants used by the
panel in evaluating them (i.e., performance appraisals, awards, etc.).

§2045.111 Sel ection procedures.

(a) The selecting official is entitled to nmake the selection from any
of the applicants on a selection certificate. Selecting officials nust
base their selection on one or nore legitimate job-related reasons as to
why the sel ectee may be expected to performthe job nost successfully.

If one applicant is interviewed on the selection certificate, all nust
be interviewed. On lateral reassignnent eligibles, the selecting
official my interview all or as many as he/she chooses after review ng
the applications. |[If necessary, interviews may be conducted by

tel ephone. The interviewis an inportant part of the selection process
and i s encouraged.

16
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(b) The selecting official is not required to sel ect someone from
the selection certificate. The selecting official may select from
any appropriate source, such as reenploynent priority lists,

rei nstatement, transfer, severely handi capped referrals, OPM
certificates, or open conpetitive registers issued by the Agency
under OPM del egated authority, VRA eligibles, or 30 percent or nore
di sabl ed veteran eligibles, reassignments, changes to | ower grade,
etc.

(c) |If nmanagenent elects not to nake a selection from the
certified applicants, the personnel office may be consulted to help
determ ne the best course of action to fill the position. If it is
determ ned that there are an insufficient nunber of qualified
applicants, the servicing personnel office should be consulted to
di scuss various recruitnent options.

82045. 112 Rel ease of enployees and effective dates.

Enpl oyees sel ected under the provisions of this Instruction, whether for
promotion, reassignment, demption (voluntary change to | ower grade), or
detail, must be rel eased by the | osing supervisor. An enployee selected
should normal Iy be rel eased between 2 weeks and 30 days. This tinmefranme may
vary dependi ng upon the circunstances, e.g., relocation and/or transfer
Rel ease dates shoul d be coordi nated between the gai ning and receiving
personnel units. If a dispute arises, the decision of when to release will be
made by a senior managenent official (i.e., Assistant Adm nistrator or above
for the National Ofice; State Director for the States; and Assistant
Adm nistrator for the Finance Ofice) who has the authority to determne if
the proposed action is in the best interest of the FnHA

82045.113 Prohibited practices.

(a) Enploynment or advocacy of relatives by public officials. A public
official (See Exhibit A of this Instruction for definition of terns) in
FmHA may not appoint, enploy, reassign, pronote, or advance any relative
(See Exhibit A of this Instruction) to the unit over which that officia
exercises jurisdiction or control. A public official also may not
advocate a rel ative's appointnment, enploynent, pronotion, or advancenent

17
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anywhere in FHA. A public official may not appoint, enploy, reassign
promote, or advance the relative of any other public official in the
USDA, if that official has advocated the action

(b) Supervision of relatives. FnHA enployees nmay not supervise a
relative either directly or indirectly. Direct supervision includes
assigning responsibilities, granting |eave, eval uating performance,
approving training, evaluating for pronotion, and taking or recomendi ng
adverse action. Indirect supervision involves sharing supervisory
activities with the i medi ate supervisor of an enpl oyee by participating
in a substantive way with the i mredi ate supervisor in such activities as
maki ng wor k assi gnnents, nonitoring performance, and participating in
promotion eval uation of the enployee. Any instance of direct or

i ndirect supervision of an enployee by a relative shall be elimnated at
the first reasonabl e opportunity (DPM 310, Subchapter |, Section |-3).

(c) Di.scrimnation. Selection, and all procedures |leading to

sel ection, nust be nmade wi thout discrimnation for any nonnmerit reasons
such as race, color, religion, sex, national origin, politica
affiliation, marital status, nondi squalifying physical handi cap, age, or
menber shi p/ nonmenbership in a | abor organization. D scrimnation for
any of these reasons is a serious disciplinary offense. Each nanager
and supervisor has the obligation to ensure all candidates receive ful
consi derati on and should take no action which would either discourage or
gi ve the appearance of discouraging potential candi dates from applying
for a position. Supervisors and selecting officials will avoid
practices that give enployees the inpression that a person was

presel ected for a job or that a selection was based on favoritism

18
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82045.114 Records.

Personnel offices nust nmaintain a record of each sel ection made under the
plan for 2 years. This 2-year retention period will be extended if there is a
formal grievance and/or EEO conplaint filed. The record of the nerit
promotion case will be nmaintained by an appropriate enpl oynent
officer/official until the grievance and/or EEO conmplaint is finalized. The
record nust contain sufficient information to all ow conpl ete reconstruction of
the promotion action (See Exhibit J of this Instruction). Al applications
constitute a part of the nerit staffing case file and will not be returned.

82045.115 Information to enpl oyees.

(a) The Personnel Ofice is responsible for ensuring that each
enpl oyee is given a copy of the USDA Merit Pronotion Plan along with a
copy of this Instruction.

(b) Enployees will be rem nded periodically about the existence and
availability of the Merit Pronotion Plan.

(c) Enployees may request the followi ng additional information from
their personnel offices:

(1) About the plan.

(i) Explanations of any part of the Pl an.
(ii) Details of supporting regulations.

(iii) The qualifications required for a
posi tion.

(iv) Details of the evaluation process.

(2) About a specificaction.

(i) \Wether he/she was considered for pronotion, and if so,
whet her he/she was found eligible on the basis of the m ninum
qualification requirements for the position

19
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(ii) 1f hel/she was grouped anong the best qualified.
(iii) Who was sel ected.

(iv) In what arers, if any, the enployee should inprove to
i ncrease chances for future pronotion

§82045. 116 - 2045. 150 (Reserved)

Attachnents: Exhibits A, B, C, D, E, F, G H |, and J

0Qo
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DEFI NI TI ON OF TERMS

. Adverse Inpact - a substantially different rate of selection in hiring,
promoting, or other enploynent decision which works to the di sadvant age of
menbers of a race, sex, or ethnic group

2. Area of consideration - the area in which the Agency nmakes an intensive
search for eligible candidates in a specific pronotion action. The m ni num
area of consideration is the area designated by the Pronotion Plan in which

t he Agency shoul d reasonably expect to | ocate enough high quality candi dates,
as determ ned by the Agency, to fill vacancies in the positions covered by the
Plan. (Wen the mninum area of consideration produces enough high quality
candi dates and the Agency does not find it necessary to nake a broader
search, the mninmum area of consideration and the area of consideration are

t he sane.)

3. Best qualified candidates - are qualified candi dates who rank at the top
when conpared with other eligible candidates for a position and are referred
for consideration.

4. Career Ladder - the range of grades in an occupational series or
speci ali zation within an organi zati on which represents the [evels at which al
enpl oyees are given grade-buil ding experience and to which they may be
nonconpetitively pronmoted. There nust be enough work classifiable at the

hi ghest grade so that there is a reasonabl e expectation that all enployees in
t he given organi zati on and occupational series or specialization can progress
to that grade.

5. Certificate of Best Qualified/ Selection Certificate - a |list of candi dates
who received the highest scores in an evaluation process and whose
qualifications clearly distinguish themfrom other candi dates.

6. Demption - the change of an enployee to a | ower grade when both the old
and new positions are under the G5, GM or any simlar pay schedul e, or under
t he sane wage grade schedule, or a position with a |ower rate of basic pay
when both the old and new positions are under the same type ungraded schedul e
or in different pay-nethod categories.
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7. Job Analysis - a systematic, docunmented review of the job to be filled to
det erm ne what know edges, skills, abilities, and other characteristics the
wor ker rmust bring to the job to perform successfully in a reasonable period of
time.

8. Position change - a pronotion, denotion, or reassignnent made during an
enpl oyee' s continuous service within the Departnment. A position change by any
of these nethods may al so involve a change of official headquarters or post of
duty within the U S. Departrment of Agriculture (USDA).

9. Priority consideration - special consideration given to an enpl oyee as the
result of his/her failure to receive proper consideration on a previous Merit
Promotion action. This nmeans that an aggrieved enpl oyee will be considered
first for a Merit Pronotion activity before other candidates. |If the
selecting official declines to select the aggrieved enpl oyee, docunentation
must be presented showing legitimate job-rel ated reasons for the nonsel ection

0. Pronpbtion - a change of an enpl oyee while serving continuously wthin
USDA;

a. To a higher grade when both the old and new positions are under the
GS, GM or the sane typegraded wage schedul e; or

b. To a position with a higher rate of pay when the old and the new
positions are under the sane typeungraded wage schedule or in different
pay met hod cat egori es.

11. Pronotion panel - a permanent or ad hoc conmittee of subject matter
experts established to evaluate, conpare, and rank enpl oyees for pronotion

2. Public Oficial - anyone who, by law, rule, regulation or del egation has
appoi nt nent or promotion authority, or authority to recomend enpl oyees for
appoi nt nent or pronotion.

3. Qualified candidates - those candi dates who neet established qualification
requi renents for the position
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4. Rating schedule - a scaled set of training, education and experience
exanpl es used to assign PO NT values to portions of applicant's background
t hat denmonstrate possession of the required know edge, skills, or abilities
(KSA) .

I 5. Reassignnent - the change of an enployee from one position to another
wi t hout pronotion or denotion while serving continuously wth USDA

| 6. Reinstatenment - the nonconpetitive reenploynment as a career or career-
conditional empl oyee of a person fornerly enployed in the conpetitive service
who had conpetitive status or was serving a probation when he/she was
separated fromservice within the last 3 years following the date of their
separ ati on.

| 7. Relative - Aunt, brother, brother-in-Ilaw daughter, daughter-in-Iaw,
father, father-in-law, first cousin, half brother, half sister, husband,

not her, nother-in-law, nephew, niece, sister, sister-in-law, son, son-in-Iaw,
st epbrot her, stepdaughter, stepfather, stepnother, stepsister, stepson, uncle,
wife. Strict legal definitionis applied to all of these terns; excluding
spouses of nieces, spouses of uncles, spouses of sisters-in-law, etc.

8. Selective factors - are KSA's essential for satisfactory perfornmance on
the job which represent an addition to the basic standard for a position. The
foll owi ng are exanpl es of appropriate selective factors for deterni ning
eligibility when the factors are essential for successful job performance:

a. Ability to speak, read, and/or wite a | anguage
ot her than Engli sh;

b. Know edges and abilities pertaining to a certain
program or m ssion, when these cannot readily be
acquired after pronotion; and

c. Ability in a functional area (for exanple, ability
to evaluate alternative Autonmated Data Processing
systens).

9. Termpronotion - a promotion that is in excess of 2 years but not nore
than 4 years in duration.
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20. Transfer - a change of an enployee froma position in USDA to a position
i n anot her Covernment Agency or a change froma position in another Governnent
Agency to USDA

2. Validation - the denonstration of the job rel atedness of a selection
pr ocedur e.

22. Work behavior - a job-duty, task or activity expressed in operationa
terns, (e.g. wites technical reports; types statistical charts).

0Qo
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RECLASSI FI CATI ON
ACCRETI ON OF DUTI ES

The foll owi ng steps nmust be taken in order to process a pronotion resulting
froman enpl oyee's position being reclassified at a higher grade because of
additional duties and responsibilities:

. National, Finance, and State O ficials nmust submt the follow ng
docunmentation to the National Office, Director, Personnel Division, for
approval prior to nonconpetitively pronoting the incunbent:

a. A statenment is to be prepared, signed, and dated by the
supervi sor which outlines all changes in duties and responsibilities
whi ch have occurred and the reason for those changes.

b. Docunentation as to how these additional duties came to be
assigned to one particul ar enpl oyee and not to another; or, why
duties were not assigned anmong enpl oyees on a rotational basis.

C. An audit (desk audit, questionnaire, or telephone audit) of the
position which reflects that the enployee is performng at the

hi gher grade | evel and not nerely that the higher grade |evel duties
are present or projected.

d. An analysis, which nust address issues outlined in paragraph 2
(c), (d), and (e) of this exhibit nust be conpleted by the

Adm nistrative Oficer (AO/Personnel Managenent Specialist (PM5)
with a sunmary indicating why the changes are not considered to be
the result of planned nanagenent action

2. The State Director should al so consider the follow ng factors prior
to subm ssion of the request to nonconpetitively pronote an enpl oyee
based on accretion of duties:

a. Length of time an incunbent has been performing the higher |eve
duties and the likelihood these duties will continue to be assigned
to this position in the future.
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b. Areviewof X-118 qualification standards to ensure that the

i ncumbent can qualify for the higher grade level. This review
should be in witing and should be retained by the Personnel Ofice
for a period of 2 years after the accretion is approved.

c. The nature of the work assigned to others in the office and the
conti nuance of good position nmanagenent principles in work
organi zati on.

d. Managenent's know edge of inpact of additional duties on the
grade of the position. |If it can be reasonably assuned that the
supervi sor knowi ngly assigned additional duties which he/she knew
were of a higher grade |level, conpetitive procedures should be used.

e. To what extent the previous duties were absorbed into the new
one. |If the position is entirely new and not an extension of the
previous position, it is difficult to assune absence of planned
nmanagenment action.
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PRI ORI TY PLACEMENT PROCEDURES

. The primary responsibility for placenment of enployees downgraded through
no fault of their owm is with the affected enpl oyee's Agency. The foll ow ng
are the priority procedures for enployees downgraded through no fault of their
own to facilitate their repromoti on and, when necessary, provide training and
devel opnent al assi gnnents to enhance repronotion opportunities. The same
procedures apply in the National, Finance, and State Ofi ces.

a. In the Washington, D.C., Metropolitan Area:

(1) An enpl oyee, who has been placed in a | ower graded position
through no fault of his or her own as a result of one of the
following actions: A) an error in the prior classification of
position; B) a change in classification standards w thout a change
in duties and responsibilities; C a change in the duties and
responsi bilities caused by a gradual erosion or by managenent
action; or D) any other action that |led to down-grading as a result
of reduction-in-force procedures, has repronotion placenent rights
wi thin his/her own agency for 2 years. Qher agenci es may consider
this enpl oyee, but do not have to give the enployee priority
consideration. The total period of priority consideration
entitlenent is 2 years fromthe date the enployee is notified of

hi s/her priority placenent rights.

(2) The Personnel Division, Operations Branch, shall maintain a
priority placenment list of all FnHA downgraded enpl oyees in the
Nati onal O fice.

(3) The Personnel Division, Operations Branch, will establish a
priority placenment file for each enpl oyee containing an SF-17I
“Application for Federal Enploynent" and current perfornmance

eval uation, plus docunentation of all considerations of the enpl oyee
within Farmers Hone Administration and through referral to other

U S. Departnment of Agriculture agencies. Records of considerations
nmust be retained for 2 years or until a Departnental Personne
Managenment Eval uation, whichever is first.
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(4) Qualified downgraded enpl oyees nmust first be considered for
vacanci es before undertaking to staff the position by any other
neans.

(5) If there are job-related reasons for not placing a downgraded
enpl oyee in the vacancy, these reasons nust be fully documented and
retained in the priority placenment file.

(6) Repronotion job offers nust be nmade in witing allowi ng the
enpl oyee a reasonable time to respond (no | ess than three working
days).

(7) Downgraded enpl oyees who refuse repronobtion to a position, the
grade or pay of which is equal to or greater than his/her retained
grade and pay in their comuting area, are to be renoved fromthe
priority placenent list and their benefits under grade and pay
retention term nated. Enpl oyees nust be notified in witing of this
action.

b. The State and Finance Ofices' priority placenent plan will operate
in the same nanner as the Washington, D.C, netropolitan area, except:

(1) The area where the downgraded enpl oyee has priority placenment
rights shall be the commuting area; and

(2) The downgraded enpl oyee's personnel office will be responsible
for establishing priority placenment lists and sending an SF-171 to
ot her USDA agencies in the comuting area.

2. FnHA activities in placing enpl oyees downgraded through no fault of their
own will be subject to regular and recurring reviews by the USDA Ofice of
Personnel. Were it is determned that enpl oyees have been inproperly denied
pronotion, they shall have mandatory repronotion rights within FrHA

Sel ecting officials considering denying repronotion to a basically qualified
downgr aded enpl oyee are cautioned to do so only for the nobst conpelling job-
rel ated reasons. Witten justification to bypass a downgraded enpl oyee nust
be submitted to the Deputy Administrator for Managenent for prior approval

0Qo



RD I nstruction 2045-C

Exhibit D
Page 1
VACANCY ANNCOUNCEMENT
PROCEDURES AND FORMS
. At a minimum a vacancy announcement mnust contain the foll ow ng
i nformation:
a. Nanme of Agency and announcenent nunber.
b. Position title, series and grade (nunber of positions if filling
nore than one position). |If the position is other than full-tine
permanent, state the type (i.e., part-time, nunber of hours under the
part-tine schedule, intermttent, tenporary appointnent, etc.). |If the

announcenment is for a tenporary pronotion, state this fact.
c. Pronotion potential, if any.

d. Location of position

e. Area of consideration

f. Opening and cl osi ng dates.

g. Statenment of duties and qualification requirenments (including
evaluation criteria). Wen advertising a position at nulti-grades,
evaluation criteria for each grade |evel nust be outlined in the vacancy
announcenment. The announcenent shoul d al so require candidates to
specify the | owest grade they will accept.

h. If a supervisory or managerial position, indicate that person nust
serve a probationary period if he/she has not held a supervisory
position in the past that fully neets the requirenents outlined in FPM
Chapter 315, subchapter 9.

i. Address, phone nunber, and contact person for naking application.

j. Equal Enploynent Opportunity Statenment: Candidates will be

consi dered wi thout discrimnation for any nonnerit reasons such as race,
religion, sex, national origin, marital status, politics, physica

handi cap, age, or nenbership or nonmenbership in an enpl oyee

organi zati on.
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k. To be eligible for consideration for a conpetitive pronotion,
applicants rmust nmeet OPM Handbook X-118 or X-118C requirenents, tinme-in-
grade restrictions, and time-after-conpetitive appointnent, if
applicable, within 30 days after the closing date of the vacancy
announcenment or 30 days after each cutoff date on Qpen Conti nuous
Regi st ers.

I. Ildentify KSA's (know edges, skills, and abilities) to be used in the
eval uati ve process.

m Provide a statenment that applications nust be received in the
Personnel O fice no later than close of business on the closing date in
order to be considered under the announcenent.

n. Submit an SF-171, "Application for Federal Enploynent" with origina
signature, the nost recent (within |8 nonths) performance appraisal (a
witten justification will be required if none has been received in the
last |18 nonths); a reinstatenent/non-FnHA applicant nust subnit a copy
of his/her latest SF-50, "Notification of Personnel Action,"; specific
docunent ati on of experience and/or training for each KSA. Applications
received without the above information will elimnate the applicant from
consi deration for the position.

0. A statenent that a security clearance is required and state the
type, if applicable.

p. A statenment that travel is a requirenent of the position and
identify the percentage of travel tine, if applicable.

g. A statenent that a nobility agreenent is required, if applicable.

r. A statenent that use of governnment franked envel opes to nai
applications is prohibited by Federal |aws and regul ati ons.
Applications submitted in governnment franked envel opes will not be
accept ed.

s. Supervisors and rmanagers nust notify eligible enployees in their
of fices, who qualify, of announcenents advertised during their tenporary
absence (e.g., on
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detail, leave, at training courses, 2 week active duty for enployees in
the Mlitary Reserves, or other simlar reasons), which have a cl osing
date prior to their return to the office

t. Applicants are requested to conplete a "Background Survey
Questionnaire" (Form AD-1007) and subnmit it with each application

Conpl etion of this form however, is voluntary. |t should be noted that
this information is used only for statistical purposes and is not
provided to selecting officials nor is it namintained as a permanent part
of the pronmotion file.

u. Mle applicants born after Decenber 3I, 1959, will have to certify
prior to, or at the tinme of, appointnent that they have registered with
the Sel ective Service System

2. Form AD-411, "Vacancy Announcenent," shall be used to announce vacanci es.
A copy of a conpl eted Vacancy Announcenent is provided under Attachment 1 of
this exhibit.

0Qo
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EVALUATI ON METHOD A

The identified subject matter expert(s) will define three |evel definitions
for know edges, skills, and abilities (KSA) identified in the announcenent.
The three levels will be Superior, Satisfactory, and Mnimally Acceptable.
These levels will be assigned individual point values. The following is an
exanmple for "ABILITY TO COWUNI CATE ORALLY":

5 points - Superior Level: Experience in: (a) ora
conmuni cation with
Program Adm ni strative
Oficials for the purpose of
per suadi ng or negotiating on
conmpl ex and controversia
i ssues; and (b) giving oral
presentations to high-1eve
groups of Agency personne
to justify or explain
conpl ex issues.

3 points - Satisfactory Experience in: (a) ora
Level : communi cation wi th Progrant

Administrative Oficials
and/ or Agency enpl oyees to
di scuss concerns or issues
that may be of a technica
nature; and (b) presenting
information at staff
meetings. Equival ent
training may be substituted,
such as formal course work
in presentation techniques,
publ i ¢ speaking, etc.

1 point - Mninmally Experience in ora
Accept abl e comuni cation for the
Level : pur pose of obtaining or

providing facts/information
whi ch may be routine or non-
controversial. Such

conmuni cations are limted
to the candidate's own

i nternal organization

Equi val ent training may be
substituted, such as
training in speech or
presentation techni ques.
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The "Best Qualified" group wll

be determ ned by the foll owi ng steps:

ng schedul e devel oped
each applicant's
each KSA

|. The panel nmenbers will use the established rati
by a subject matter expert(s) to individually rate
package. A single point value will be assigned to

2. Once the individual rating is acconplished for each KSA, each pane
nmenber will add the point value assigned to each KSA to obtain a total
score of the KSAs for that individual applicant. After each pane
nenber evaluates the first 3 applicants on the evaluation list, the
panel nmenbers will discuss their point values with each other. The
Chairman will facilitate the discussion. The discussion is to ensure
that there is not a wide disparity between panel nmenbers point val ue
assigned (For Exanple: Panel Menber # - 3, |, 3; Panel Menber #2 - 5,
5, 5; Panel Menber #3 - 3, 3, |). This process should be continued

t hroughout the panel process. After the discussion, the Chairman will
verify all applicants' total rating scores. The Chairman wll conbine
the three panel nenbers' total scores, by applicant, and divi de each

i ndi vi dual applicants' overall total rating score by the nunber of pane
nenbers.

woul d be as foll ows:

. Divide the overall

a. Pane

b. Pane

c. Panel
d. Tota

25 + 21 =
e

Appl i cant

I
( Exanpl e:
I

whol e nunber).

Menmber | - Tota
Menmber 2 - Tot al
Menmber 3 - Tot al
Rating Scores of

6l. This is the

B, which is 6l
6l divided by 3

The averaged score for Applicant

f. Repeat this process for each Applicant

An exanmple of a rating for Applicant B, based on five KSAs

Rating Score of I5.
Rati ng Score of 25.
Rating Score of 2I.
all three panel nenbers are added: |5 +

overall rating, 6l.

rating score of the three panel nenbers, for

by the nunber of panel nenbers, which is 3,

20.3. If .5 or nore, round to the next

Bis 20.

r at ed.

g. Each individual's averaged score is then recorded on the fina
rating sheet.



RD I nstruction 2045-C
Exhi bit E
Page 3

h. The applicants' averaged score will be utilized for determn ning
the "Best Qualified".

3. The "Best Qualified" group will be determ ned by a natural break
point. The natural break point will be defined as a division in nunber

which will clearly separate the "Best Qualified" group fromthe
"Qualified" group and provide |10 or less applicants to certify to the
selecting official. An exanple of a natural break point woul d be as

follows: there are two applicants with a score of 25, one with 23, one
with 21 and one with |5. There are 2-point intervals between each score
down to 2I, and a 6-point interval between 2l and |5; therefore, the

nat ural break-point would be 21, which clearly separates the "Best
Qualified" fromthe "Qualified".

EXAMPLE: 25
23
21 NATURAL BREAK PO NT
15

In cases where the Natural Break Point is not as clearly identified as in the
above exanple, the Chairman should discuss the issue with the facilitator

The Chairman and the facilitator will nmake the determ nati on what nunber w ||
be the Natural Break Point.

0Qo
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EVALUATI ON METHOD B

This procedure must be applied to all positions for which there are 5 or fewer
basically qualified applicants:

|. Basically qualified determ nation. Basic qualifications will be
acconpl i shed by the servicing personnel specialist.

2. Evaluation. When using evaluation Method B, it is not necessary to
convene a panel of subject matter experts. A personnel specialist my
eval uate the applicants while determ ning basic qualifications.

However, it is still necessary to eval uate the applicants against the
evaluation criteria (know edges, skills, and abilities) but it is not
necessary to apply a rating schedule. |[|f the personnel specialist

cannot determ ne whet her the experience, education, or training relates
to the evaluation criteria, technical advice should be obtained froma
subject matter expert. |If this is done, the pronotion record should
refl ect the basis of any decisions nade.

3. Best qualified determ nation under this method. |n order to have
their names forwarded for consideration, applicants nmust have the
fol | owi ng:

a. A summary performance rating of "fully successful" or higher
and

b. Rel ated experience, education, or training in all of the
evaluation criteria (KSA's). This deternination should be nade
through a review of the applicant's SF-171, "Application for Federa
Enpl oynment," and response to the individual KSA's. If it is

determ ned that an applicant does not possess a particular KSA, the
file should contain a statement explaining how this determnation
was made.

Any candi date not neeting the above will not be considered as best qualified.

0Qo
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DPM 335 PROMOTI ON AND | NTERNAL PLACEMENT
APPENDI X C - DEVELOPI NG EVALUATI ON CRI TERI A FOR MERI T
PROMOTI ON

| NTRODUCTI ON

In devel opi ng evaluation criteria for use in nerit pronption actions, agencies
must fulfill both Merit System principles and the requirenents of the Uniform
Qui del i nes on Enpl oyee Sel ection Procedures. This Appendix contains a

di scussion of the Quidelines as they apply to the nmerit pronotion process.

A, THE UNI FORM GUI DELI NES - GENERAL

The Uni f orm Qui del i nes on Enpl oyee Sel ecti on Procedures, (FPM Supplement 335-
I, Appendix A), are a set of principles to assist enployers in nmaking

enpl oyment deci sions that conply with equal enpl oynment opportunity

requi renents of Federal law with respect to race, color, religion, sex, and
national origin. They are designed to provide a franework for determ ning the
proper use of tests and other selection procedures consistent with equa
opportunity requirenments. According to the Uniform Guidelines, a selection
procedure that has an adverse inpact on the enpl oynent opportunities of a
race, sex, or ethnic group is unlawmfully discrimnatory unless the sel ection
procedure can be justified on grounds of business necessity and properly

val idated. (See Appendix B, Section | of the Department Merit Pronotion
Plan). Wile the Uniform Quidelines do not require validation of selection
procedures that produce no adverse inpact, the Departnent strongly reconmends
t hat agenci es devel op and use only those sel ection procedures that are based
on job analysis and that can be supported by appropriate validity studies.

B. VALI DATI ON PROCESSES

Sel ection procedures and job anal ysis nethodol ogi es can be supported by three
different validation strategies: content validity, criterion-related
validity, and construct validity. Content validity denmonstrates that the
content of a selection procedure is a representative sanple of inportant
aspects of job performance. Criterion-related studies statistically
denonstrate a correl ati on between scores on a selection procedure and the job
performance of a sanple popul ation of enployees. Construct validity proves
that a selection procedure neasures a construct (defined as an underlying
human trait or characteristic) that is

(09-26-90) PN 146
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i mportant for successful job performance. The Uniform Cuidelines include the
techni cal standards which govern each of these validation strategies.

Any one of these strategies can be used to defend a sel ection procedure when

t he existence of adverse inpact naekes validation necessary. Criterion-related
studi es, however, require sophisticated statistical research based on the

col l ection and correl ation of both selection and job perfornmance data.
Construct validation is a relatively new and conpl ex process that has not yet
been widely applied to selection practices. Therefore, content validity seens
the nost appropriate validation nethod for use in the Departnent.

C. CONTENT VALIDITY

Content validity denonstrates that the content of a selection procedure is
representative of the content of a job. Content validity can justify

sel ection procedures whi ch neasure know edges, skills, and abilities (KSA's)
when those KSA's are directly linked to successful job perfornmance. A

know edge, therefore, should be operationally defined as a body of |earned

i nformati on which the enpl oyee nust use to perform sonme observabl e work
behavior. Skills and abilities should al so be operationally defined in terns
of observabl e aspects of work behaviors. Content validity cannot, however,
support sel ection procedures which rely on inferences about nmental processes,
or neasure traits and constructs (e.g., intelligence, aptitude, personality,
comon sense, judgnment, and | eadership). (See FPM 335-1, Appendix A-6 and A-
37.)

D.  DOCUNMENTATI ON REQUI RED FOR CONTENT VALI DATI ON

Content validity studies conducted in defense of selection procedures should
contain the followi ng information

1. User(s), location(s), and date(s) of study (including the date(s)
and | ocation(s) of the job analysis).

2. Problemand setting. The report should define the purpose(s) of the
study and the circunstances in which it was conducted. A description of
exi sting selection procedures, and cutoff scores, if any, should be
provi ded.
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3. Job analysis - Content of the job. The description of the nethod
used to anal yze the job should incl ude:

a. The work behaviors, tasks, and work products, if any;

b. Measures of the inportance of the work behaviors and the nethod
used to establish these neasures;

c. The KSA'sidentified by the job analysis, and

(1) An operational definition of each know edge in ternms of a
body of information;

(2) An operational definition of each skill and ability in
terns of observabl e behavi ors and out cones;

(3) The relationship between each KSA's and the work
behavi or s;

(4) The method used to determ ne these rel ationships; and
d. A description of the work situation specifying

(1) The setting in which the work behaviors are perforned;

(2) The manner in which the KSA's are used; and

(
j

3) The difficulty and conplexity of the KSA's used on the
j ob.

4. Selection procedure and its content. A conplete description of the
sel ection procedure shoul d be provided.

Thi s description shoul d:

a. Specify the work behavi ors neasured by the sel ection procedure,
and

b. Support the procedure's claimto nmeasure KSA's.
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5. Relationship between the selection procedure and the job. The
report shoul d denmonstrate that the selection procedure is:

a. A representative work sanpl e;
b. A representative sanple of the work behaviors; or

c. Avrepresentative sanple of KSA' s necessary for the performance
of specific work behavi ors.

For paragraphs (a) and (b) above, the manner, setting, and |evel of
conpl exity of the selection procedure and the work situation should
be compared. Tine limts, if any, should be explained and justified
in terms of job requirements. The report shoul d describe any

nodi fications in the content or administration of the selection
procedures that were made for the purpose of reduci ng adverse

I mpact .

6. Alternative procedures investigated. The report should identify the
alternative selection procedures investigated, provide evidence of their
i npact, and describe in detail the scope and nethod of the investigation
as well as the findings and concl usions.

7. Users and applications. A description of the operational uses of
the sel ection procedure (e.g., ranking, screening, cutoff score, etc.)
and their inpact should be included. The report should explain the
rational e behind the operational use chosen for the sel ection procedure,
provide validity evidence for the selection procedure in terms of its
operational use, and define the personnel decisions which the procedure
wi Il support (e.g., pronotion, score(s) - the user must show how t he
score(s) was determ ned). Wen the sel ection procedure supports

ranki ng, the report nust prove that a higher score on the selection
procedure will predict better job perfornance.

8. Contact person. The nane, address, and phone nunber of a person who
can supply further information about the validity study shoul d be
provi ded.

9. Accuracy and conpl eteness. The report shoul d descri be the steps
taken to ensure its accuracy and conpl et eness.

0Qo
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JOB ANALYSI S

A Job Analysis is a structured approach that analyzes the primary know edges,
skills, and abilities (KSA's) required to successfully performa job. There
are 8 steps involved in the Job Analysis process. The 8 steps are as foll ows:

1. ldentify major duties (usually 4 or 5).
2. ldentify associated KSA' s

3. Determ ne whether each KSA is essential to performthe duties of the
posi tion.

4. Conbine simlar KSA s.

5. Determine KSA's that are neasurable (i.e., KSA's for which a rating
schedul e can be devel oped that distinguishes superior frommninally
accept abl e) .

6. Docunment neasurenment tool (s).

7. Devel op operational definition

8. Develop level definitions (Rating Schedul e).
Each step in the Job Analysis process is explained bel ow.

1. Step 1. ldentify mgjor duties (usually 4 or 5).

The foll owing sources, if available, should be taken into consideration
when listing the najor duties of a position

a. The official position description and classification evaluation
st at enent ;

b. X-118 Qualification Standards
c. Position dassification Standards;

d. Performance El enents and St andards;
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e. Mssion and function statenents and organi zation charts; and

f. Any occupational literature avail able.

Wite down each major duty in a short, direct statement, using active
verbs (refer to Wrksheet No. 1 of this exhibit).

Exanpl e:

1. Advi ses managenent on all aspects of position nmanagenment and
position classification.

2. (Cassifies a variety of technical, clerical, and professiona
posi tions.

3. Mintains position audit program
4. Maintains position managenent programfor the Agency.

5. Reviews and comments on new or revised position classification
st andar ds.

2. Step 2. Identify Associated KSA's.

Identify the actual KSA' s necessary to acconplish each of the mgjor
duties. Al KSA's nmust relate directly to a major duty. There is no
[imt on the nunber of KSA's that can be identified (sone KSA s may
apply to nore than one major duty). (Refer to Wrksheet No. 1.)

3. Step 3. Deternine whether each KSA is essential to perform
duties of the position.

Identify each KSA that is necessary in order to performthe duties of
the position. Elimnate any KSA's that are highly desirable but are not
really necessary, or that can be learned "on the job" in a reasonable
period of time, usually 90 days (refer to Wrksheet No. 2 of this
exhibit).

4. Step 4. Conbine simlar KSA'Ss.

Conbi ne those KSA's which are simlar. For exanple:
7. Ability to research and anal yze.

8. Ability to analyze organizational structure.
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9. Ability to obtain, evaluate, and interpret information

Conmbine 8 and 9 with 7, KSA: Ability to research and anal yze (refer to
Wir ksheet No. 2, Columm 3).

5. Step 5. Determine KSA's that are neasurable (nornally 3 to 7).

Det er mi ne whet her KSA's can be neasured to distinguish a range from
superior to mnimlly acceptabl e performance by using avail abl e
nmeasurenent tools. Those KSA's that can be neasured will be used as the
evaluation criteria (refer to Wrksheet No. 2, Colum 4).

6. Step 6. Docunent neasurenent tool (s).

The nmeasurenent tools to be taken into consideration in evaluating the
KSA's will be an SF-171, Perfornmance Appraisal, and information provided
by the candi date for each KSA If a KSA cannot be neasured by these
docunents, then the KSA should not be used. |If the KSA s can be
nmeasured by these docunents, then the KSA's should be used (refer to

Wor ksheet No. 2, Colum 5).

7. Step 7. Develop operational definition

Devel op a conci se statenent that describes what is expected in terns of
a KSAin a particular job. An operational definition my be described
in one of two ways:

Exanpl e:
KSA: Ability to comunicate in witing

(1) Describe as a separate statenent: This elenment includes
the ability to docunment the objective, the source, the
anal ytical process, and the conclusion of a project or study.

(2) Describe as part of the KSA: Ability to comunicate in
witing in order to docunent the objective, the source, the
anal ytical process, and the conclusion of a project or study.
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8. Step 8 Develop level definitions (Rating Schedule).

Define KSA's at 3 (or 4) levels by citing exanpl es of what woul d be

i ndi cati ve of superior, satisfactory, and mininmally acceptable
performance for each KSA. Assign point values to these levels. This
information will serve as the Rating Schedule that will be used to
determ ne best qualified candi dates.

Exanple: KSA: Ability to comrunicate orally

Superior level: Experience in: (a) oral communication with
Program Adm nistrative Oficials for the purpose of persuading
or negotiating on conplex and controversial issues, and (b)
giving oral presentations to high-Ievel groups of Agency
personnel to justify or explain conplex issues.

Satisfactory level: Experience in: (a) oral conmunication with
Program Adm nistrative Oficials and/or Agency enpl oyees to

di scuss concerns or issues that rmay be of a technical nature,
and (b) presenting information at staff neetings. Equival ent
training may be substituted, such as formal course work in
presentation techni ques, public speaking, etc.

Mnimally acceptable |evel: Experience in oral conmmunication
for the purpose of obtaining or providing facts/information
whi ch may be routine or noncontroversi al

Such conmuni cations are limted to the candidate's own interna
organi zation. Equivalent training may be substituted, such as
training in speech or presentation techniques.

The level definitions of the job analysis package is equivalent to the answer
key on an exanination, it nust be kept confidential

At this point, the job analysis is conpleted. The vacancy announcement is
then prepared with KSA's listed as the evaluation criteria (see Wrksheet No.
3 of this exhibit).
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SAMPLE JOB ANALYSI S WORKSHEET #1

JOB TITLE: Position O assification Specialist
PAY PLAN, SERIES, AND GRADE: GS-221-12

SI GNATURE

DATE:

JOB ANALYSI S | NTERVI EW

COLUWN 1

What are the four or
five major duties to be
performed on this job?

COLUWN 2

For each duty, what
KSA's are required to
performthis?

Advi ses managenent on al |
aspects of position
managenent and position
classification.

Ability to comunicate

orally.

Ability to comunicate in
writing.

Ability to negoti ate/
per suade

Ability to neet and dea
with peopl e.

Classifies a variety of
technical, clerical, and
pr of essi onal positions.

Ability to comunicate in
writing.

Ability to comunicate
orally.

Ability to research and
anal yze.

Know edge of cl assifica-
tion principles/
practi ces.

Know edge of the Position
Classification Stan-
dards, FPM DPM and
Agency | nstructions.

Mai ntai ns position audit
program for the Agency.

(09-26-90) PN 146

Ability to comunicate
orally.

Ability to conduct desk
audits.

Ability to research and
anal yze.

Know edge of cl assifica-
tion principles and
practi ces.
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4. Maintains position man- 4. Know edge of position
agenent programfor the nmanagemnment principles
Agency. and practi ces.

Ability to anal yze agency
organi zati onal structure.
Ability to provide guidance
and advi ce.

5. Reviews and coments on 5. Ability to evaluate and
new or revised position interpret information
classification standards. Ability to analyze

Know edge of Position
Classification Stan-
dar ds.

Ability to obtain, evalu-
ate, and interpret
i nformati on.

Ability to comunicate in
writing.
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SAMPLE JOB ANALYSI S WORKSHEET #2
KSA DETERM NATI ON SHEET

Colum 1 Col um 2 Col um 3 Colum 4 Colum 5
Know edges, Essenti al KSA Conmbi - Distin- Measur e-
skills, and nation gui shes ment Too
abilities Super i or

from

M nimally

1. Know edge of
cl assifica-
tion princi-
pl es/ practi ces

accept abl e

Trg & Exp
X X Perf Appr

2. Know edge of
posi tion
classification
st andards, FPM
DPM & Agency
i nstructions

Conbi ne
X with 1

3. Ability to
conmuni cat e
orally

Trg & Exp
X X Perf Appr

4. Ability to
conmuni cat e
in witing

Trg & Exp

Perf Appr
X X wor k sanp

5. Ability to
conduct
desk audits

El i m nate
can be
| ear ned

6. Know edge of
position
managenent
principl es/
practices
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7. Ability to
research and
anal yze

8. Ability to
anal yze or-

gani zat i onal Conbi ne Experi ence
structure with 7 Perf Appr
9. Ability to
obt ai n,
eval uat e,
and interpret Conbi ne
i nformation with 7
10. Ability to pro-
vi de gui dance Conbi ne
and advi ce with 3
11. Ability to
negoti at e/ Conbi ne
per suade with 3
12. Ability to Conbi ne
neet and deal with 3

SI GNATURE

DATE
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SAMPLE WORKSHEET 3 - Suppl enent
PCSI TI ON CLASSI FI CATI ON SPECI ALI ST
GS-221-12

Bel ow i s an exanpl e of what the final evaluation criteria that woul d be
publ i shed in the vacancy announcenent may | ook |ike:

1. Ability to research and analyze in order to obtain and
interpret information pertaining to organi zati ona
structures, position managenent, and position
classification.

2. Ability to communicate in witing in order to provide
docunent ati on of classification evaluation, and findings
and recommendati on on organi zational studies and
posi ti on managenent issues.

3. Know edge of classification principles and practices in
order to conduct desk audits and organi zati onal studies
and cl assify positions.

4., Ability to comunicate orally in order to provide
i nformation, advice and guidance to adm nistrative and
program of ficials; persuade; and provi de/ obtain
i nformati on from agency enpl oyees on a variety of
controversial or conplex issues.

NOTE: The portion of the evaluation criteria that is
underscored is the know edge, skill or ability, and the
remai ni ng phrase is the operational definition

0Qo
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DEVELOPI NG RATI NG SCHEDULES

1. In developing rating level definitions, remenber that a know edge, skill,
or ability (KSA) should identify one sinple, readily identifiable KSA to which
a candi date can respond with a specific description of his/her experience,

trai ning, awards, performance evaluations, etc., that a pronotion panel can
revi ew and eval uat e.

EXAMPLE: KSA - Ability to conmunicate in witing.

2. In devel oping | evel definitions, consider possible job accommbdation
provisions in order that handi capped enpl oyees are not unnecessarily excl uded.

3. In docunenting evidence of a |l evel of performance, begin |level definitions
with "experience in" or "training in".

4. Express KSA's in a general way so as not to restrict applicability to a
specific or narrow interpretation of what is required for satisfactory
per formance of the position.

EXAMPLE

Use - Know edge of budgeting techni ques, principles,
and procedures.

Not - Know edge of revol ving accounts and
i ndustrial -type funding.

Not - Know edge of Farmers Home Adninistration
budgeti ng and accounting procedures.

5. Avoid the following in developing rating schedules for a position:

a. Describing work performance in specific settings
when the KSA is neasuring a basic skill or ability.

EXAMPLE: KSA - Ability to maintain records

Superior Levels -

Experi ence or education which shows that
the candi date mai ntai ned detail ed progress
notes and case histories in an al coho
rehabilitation setting.
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Experi ence or education which shows that
candi dat e mai ntai ned detail ed reports and
records in an international trade setting.

These | evel descriptions for this KSA reflect an
ability to maintain conplex records, but perform ng
that activity in an alcohol rehabilitation setting,
or nmaintaining reports and records in an
international trade setting can probably be | earned
in a reasonabl e period of tine by soneone who has the
basic ability, which inplies that the specific
setting is not inportant to consider for selection

Using |l ength of experience in relationship to ability
performa job.

EXAMPLE: One candi date may have worked in a
particular job for 5 years at a mninally acceptable
| evel, but would receive nore credit than an
appl i cant who had performed the same job for only two
years at a superior |evel

Establishing differentiating | evel definitions based
breadt h of know edge when the intent is to neasure

the quality of a basic ability.

EXAMPLE: KSA - Ability to adm nister an organi zation
whi ch manages personnel, budget, and procurenent for
an Agency installation.

Superior Level -
Experience in all three areas nentioned
above.

Satisfactory Level -
Experience in two of the three areas
menti oned above.

M nimally acceptable Level -
Experience in one of the three areas
nmenti oned above.

Al t hough variety of experience nmay be a legitimte
requirement for this job, it has been used here to
create level definitions which have little or no
relationship to an applicant's admnistrative
abilities. In the exanple, the admi nistrative
ability shoul d have been eval uated, not the specific
areas of responsibility.
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d. Artificial level evidence which has little
rel ati onship to performance of the job.

EXAMPLE: KSA - Ability to perform nat hematica
cal cul ati ons such as addition
mul tiplication, division, percentages, and
si mpl e al gebr a.

Superior Level -
Three senester hours of coll ege cal cul us.

Satisfactory Level -
Three senester hours of coll ege math.

M nimally acceptable Level -
One senester hour of college nath.

The additional mathenatical ability denonstrated by
passing a calculus course adds little to the
applicant's ability to perform basic mathenatica
cal cul ati ons

e. The use of job titles as sanple evidence of

per f ormance because titles alone do not provide enough
information to the rater to give appropriate credit to
such inportant variabl es as:

- how wel | the person perforned

- what he/she actually did in the job

- special assignments they nmay have received

- latitude allowed in carrying out proposals or
recomrendat i ons nade.

EXAMPLE: KSA - Ability to notivate, train, and
eval uate both clerical and professiona
subor di nat e enpl oyees.

Superior Level -
Experience as a Division Chief.

Satisfactory Level -
Experi ence as a Branch Chief.

M nimally acceptable | evel -
Experience as a Section Head.

H ghli ght actual work behaviors to insure that
proper credit is assigned.
(09-26-90) PN 146
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f. Using qualifiers or descriptive words or phrases to
descri be a KSA.

EXAMPLES:

- "thorough" know edge of

- "above average" skill in ..
- "sound" know edge of

- "good judgnent” in ..

- "basic" know edge of

g. Developing nore |evel definitions than necessary,
especially if the end result is an exaggeration or an

al nost identical |level to one already devel oped. For
exanple, if a 4 or 5 level systemresults in artificia
di stinctions, consider using 3 levels. It is
recommended that at least 3 levels be used to pernit a
range of scores. The following 2 levels are essentially
t he same and shoul d be conbi ned.

EXAMPLE: KSA - Know edge of concepts, principles,
practices, and techni ques applicable to
one or nore major conmunication fields in
order to nmanage and control nationw de
Agency t el ecomuni cati ons.

Qut standi ng - Experience participating in
pl anni ng t he devel opnent of a maj or
communi cati ons program

Superior - Experience assisting in the
pl anni ng and devel opnent of a major
communi cati ons program

h. Using Agency or programspecific KSA and | evel
definitions when it is determ ned by the job

anal ysis that the Agency or program specific KSA can be
| earned within a reasonable tinme.

EXAMPLE: KSA - Ability to research, analyze, and
interpret Farmers Hone Admi nistration
regul ati ons, policies, and procedures
pertaining to adm ni strati ve managenent .
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i. Using qualifiers or descriptive phrases to describe
supervisory controls as they are difficult to neasure.

EXAMPLE:

- "with general guidance"..
- "independently researches material"..

j. Establishing a KSA that is so general that it places
a tremendous burden of interpretation on the rater

EXAMPLE:

Use - Ability to understand and apply
regul ati ons, principles, and concepts.

Not - Ability to use "good judgenent"”

6. Review the final product before it is used to ensure that the evaluation
criteria (KSA and | evel definitions) are job rel ated.

0Qo
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FnrHA MERI T PROMOTI ON ACTI ON CHECKLI ST

PCSI TI ON (TI TLE, SERI ES AND GRADE):
(If a target position, identify entry and full performance |evel.)

LOCATI ON OF THE POSI T ON:

PMS, PA/C, ANDI R AC

SELECTED CANDI DATE' S NAME:

EFFECTI VE DATE OF SELECTEE S ACTI ON:

Copy of SF-52, "Request for Personnel Action,”
requesting position be filled.

Copy of AD- 734, "Request for Candi dates". State what
Qualification Standard was used. |ldentify panel
nmenbers.

Docunentation on SF-52 that Repronotion and Priority
Consi deration eligibles were checked and cl eared prior
to proceeding under nerit pronotion.

Copy of Position Description.
Job Anal ysis docunentati on.

Eval uati ve Method identified to be used and a copy of
Eval uati ve Measurenent Tool (rating schedul e).

Copy of Announcenment and/or Announcenents, if
readverti sed.

Eval uati ons of Candi dates by Panel Menber(s).

Must have specific witten docunmentation that supports
rati ngs above or below those directly related to

rati ng schedul e.

Copy of AD- 735, "Evaluation of Candidates". Should
depict: a) the consolidated scores of the panel and the
net hod for consolidation; and b) each panel nenber's

i ndi vi dual ratings.

Pronotion Certificate(s) (Conpetitive and Non-
Conpetitive Certificates, if both used).
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Copy of selected candidates' SF-17l, "Application for Federa
Enpl oynment” and rel ated docunentation submtted by candidate. Copy of
sel ection notification letter sent.

Copy of other best qualified and/or qualified
candi dates' SF-17] and rel ated docunentation subnitted
by candi dates. Copy of nonselect letters sent.

Copy of ineligible candidates' SF-17l and rel ated
docunent ati on submtted by candidate. Copy of
ineligible notification letters sent.

Expl anation of any missing itens:

Si gnature of Personnel Specialist/Admnistrative Oficer
and the Personnel Assistant/Personnel derk.

Date the file was cl osed out
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